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to leave the content centered, with equal margins left and right.
But if you do want to shift it, you can set unequal margin sizes
and select “Mirror margins.”

Some binding methods—like comb binding—take up a
substantial chunk of the inside edge. In this case, you can set
mirrored margins or just enter a measurement for “Gutter.”

Along with the other margin settings, you’ll find settings
for header and footer margins, either on the same tab or on the
Layout tab. These regulate the distance of the headers and
footers from the top and bottom edges of the page. (Don’t
confuse headers with headings, which are elements like titles
that identify the text that follows them.)

Since headers and footers appear outside the main text
area, the header margin must be smaller than the top margin,
and the footer margin must be smaller than the bottom one.
For instance, if you have a bottom margin of 1 inch, you could
set the footer margin to! inch, making the footer sit at that
distance from the page’s bottom edge. If you add a second line
to the footer—even a blank one—the second line will sit at
I inch from the bottom edge, pushing the first line up.

Generally, you want your main text area either centered
vertically on the page, or else slightly raised, with the bottom
margin larger than the top. Headers and footers should be a
safe distance from the page edge—say, atleast! inch—but far
enough from the main text that they’re clearly separate from it.

Sometimes you might want to extend past your side mar-
gins—for instance, if you have a table or graphic a little wider
than your text lines. You can use the ruler for this too, after
selecting your element or putting your cursor in it. On the
right, you can just drag the ruler stop. On the left, first bring
this part of the ruler into view by pressing the Shift key while
scrolling sideways. You can also just enter a negative number
for indenting in the Paragraph Format dialog box.
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Setting Up Sections
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But Word has a solution to these problems: the section
break. By inserting section breaks that will separate chapters
and other book parts, you can choose to start them either on
the very next page or on an odd or an even one. If this means
skipping a page, Word will omit any header or footer on the
skipped page so it’s completely blank. Section breaks also let
you give each book part its own set of headers and footers.

Best of all, these section breaks move with the text. If you
add one or more pages anywhere in your book, everything that
comes after will shift automatically. You don’t have to change
a thing.

Word’s section breaks, by the way, are one of its most im-
portant advantages over page layout programs. InDesign, for
example, allows you to define sections to control headers and
footers. But blank pages must be inserted manually, and if you
add a page anywhere, all following section breaks must be
manually adjusted. Though InDesign beats Word at managing
books kept in multiple files, it is much less efficient for working
with those in a single one.

To insert a section break, choose “Break” from the Insert
menu. From the dialog box or submenu, select from among
section breaks for a “next,” “even,” or “odd” page. To later
change a section’s starting page, place your cursor anywhere in
the section and select “Page Setup” from the File menu (Win-
dows) or “Document” from the Format menu (Mac). Then click
the Layout tab and look for the “Section start” setting.

Though Word’s sections are a powerful feature, dealing
with them can be tricky. Be aware that many page and docu-
ment formatting changes will apply by default only to the
section that holds the cursor. To format your entire document,
first select all of it, or else use the appropriate drop-down menu
that lets you specify what sections the change applies to. In the
Mac’s Page Setup dialog box, this menu is on the separate
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“Microsoft Word” panel, even though it affects all Page Setup
changes!

Also keep in mind that a section’s properties are stored
not at its beginning but in the section break at its end—orin the
case of the last section, in the final paragraph mark. In other
words, a section break doesn’t really tell Word how to format
the following section. Instead, it tells Word to stop applying the
formatting of the previous section and to get new properties
from the next section break. (Sure, the section break you see
before a chapter in Normal View says “Odd Page” or whatever
you chose—but that’s just to confuse you!)

So, what if you have each chapter in its own section and
you want to move one chapter to a different position, along
with its own headers and footers? What you don’t want to do is
include the section break that comes before the chapter.
Instead, select and move the chapter plus the break at its end.
(You’ll need to be in Normal View to see the breaks.)

What if you want to remove a section break to merge two
sections? Let’s say again that you have each chapter in its own
section. If you delete the break between chapters 1 and 2, then
both chapters will have the section properties of Chapter 2.

But what if you want both chapters to have the section
properties of Chapter 1? For that, you must replace the break
after Chapter 2 with the break after Chapter 1. First cut the
break between the chapters, then paste it back just above the
break that follows Chapter 2. Then delete that other break.

As an alternate method, you can copy all of Chapter 1’s
section formatting to Chapter 2 before removing the break.
Here’s the simplest way: Place your cursor in Chapter 1, open
the dialog box for Page Setup (Windows) or Document Format
(Mac), and click OK without changing anything. Then place
your cursor in Chapter 2 and use the Repeat Typing command.
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You’'ll need this method, for instance, if your second section
falls at the end of your document, without a break following it.

Be aware that, because Word packs so much formatting
data into its section breaks, they are particularly prone to
corruption. If you have an especially stubborn formatting or
printing problem, the only solution may be to delete one or
more section breaks and insert fresh ones. And for an especially
complex document, when you expect to be pushing the pieces
around quite a bit, you might even wait and insert section
breaks as one of your final steps.
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Setting Up Headers and Footers

Headers are repeating lines that appear at the tops of
pages. (Don’t confuse them with headings like titles.) Footers
are repeating lines that appear at page bottoms.

If you look at commercially published books, you’ll see
that the use and design of headers and footers can vary widely.
Nearly always, they identify the book title and page number,
but they can also identify the chapter or the author. Often there
is different information on odd and even pages—or even if the
information is the same, the placement may be mirrored.

Individual pages can include a header, a footer, or both, or
neither. Often a chapter will have a header on each page except
the first, which may instead have a footer with the page number
only—or no header or footer at all. And of course, a page with
no text should never have any header, footer, or page number.

Word with its section breaks offers complete control over
all of this, plus automatic placement that is so convenient that
users of some page layout programs might envy it.

For each section, Word’s settings allow you to have differ-
ent headers and footers for even and odd pages, plus a different
header and footer (or none) for the section’s first page. You can
change these settings on the Layout tab of the dialog box for
Page Setup (Windows) or Document Format (Mac) whenever
your cursor is in the right section.

I'll discuss editing headers and footers later, in my chapter
on handling special text.
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Setting Up Columns

There are several ways to
set up columns in Word. You
could set them up as a table,
as you would on a Web page.
Or you could draw text boxes,
as you would in a page layout
program. But the best way is
also the simplest. Just choose
“Columns” from the Format
menu, enter a few settings,
and you'’re done!

Well, maybe it’s not quite
that simple, because you have
to make sure you're format-
ting what you intend. If you
just place your cursor some-
where in a section, the entire
section will be changed to
columns—or the entire doc-
ument, if it’s not divided. If
that’s not what you want,
insert section breaks before
and after. If these breaks are
“Continuous,” then your col-
umns can appear right on the
same page with other text.

A slightly different way
to set up columns is to enter
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and select text before choos-
ing the “Columns” command.
Word then inserts section
breaks before and after as
needed.

One advantage of using
the Columns feature instead
of a table is that text will flow
automatically from one col-
umn to the next. Normally,
this will happen when text
reaches the bottom of a page,
but you can make it happen
earlier by inserting a column
break. Or insert a “Continu-
ous” section break after the
columns to make Word even
them up automatically.

To get rid of columns, just
place your cursor in that sec-
tion, again use the Columns
command, and select “One.”

In Normal View, column
text shows only as a single
narrow column, but you can
see it properly both in Print
or Page Layout View and in
Print Preview.



Working with Word #3:
Using Templates

Every document in Word is based on one or more tem-
plates. When you create a new document, Word simply makes
a copy of one of these templates, which you then edit and save
as a regular document under a new name. These templates
start with default settings and formatting, but you can custom-
ize them any way you like—right down to altering the menus
and toolbars that Word displays.

Word includes templates for many types of documents.
One template is especially important: Normal.dot—or Normal,
as it might appear on the Mac—also known as the Blank Docu-
ment template. If you just open a new document without
specifying a special kind, this is the template it will come from.
But every document draws from its resources, even if the
document is based on another template.

For instance, if you create a document from a template
called CerealBox, the document will include all of CerealBox’s
styles. But it will also include all styles from the Blank Docu-
ment template—as long as they don’t conflict with CerealBox’s.

By the way, if you ever want to start fresh with the Normal
or Normal.dot file, you don’t have to reinstall it. Just delete it
from your computer and Word will replace it automatically.

It’s easy to create your own template from scratch by cus-
tomizing a document and doing a “Save As” in the Document
Template format. And if you’re producing a number of books in
a similar style, you’ll probably find it worthwhile to create a
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special “Book” template, with all your custom settings, styles,
layout, and standardized content in place.

Though you could instead simply duplicate an old book
file to create a new one, a template is the handiest place to store
refinements over time. You can then instantly update all of a
document’s styles from the template with Word’s Style Gallery,
or just specific styles with the Organizer.

Many of Word’s dialog boxes include options to make the
changes also in the document’s template, or to make the set-
tings the “default,” which is saying the same thing. You can also
open the template file itself in Word and make changes di-
rectly. To find the location of these files for your version and
platform, check Word’s File Locations Options or Preferences,
or see Word’s Help.

If you customize your templates at all, you’re going to
want to back them up just as you do your documents. If they’re
not in a convenient location for that, you can move them
wherever you like, then tell Word where to find them in the File
Locations Options or Preferences.

If you retain your custom templates when updating to a
new major version of Word, be sure to open each template and
“Save As.” You won’t need to change the name, location, or
format. This will bring it up to date for the new version.

For the Normal template, though, it’s better to keep the
new one Word installs and use the Organizer to transfer cus-
tom elements from your old one. Using an outdated Normal
template can cause problems that are very hard to pin down.

Some Word experts advise against storing customizations
in the Normal template at all, since its constant use makes it
particularly prone to corruption. Instead, they tell you to set up
a separate template for all general customizations, then put it
in Word’s Startup directory or folder to activate automatically
whenever you start Word.
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3
Typesetting Your Text

Despite all the power in a modern word processor, many
people still use them largely like typewriters—even if those
people have never touched a typewriter! Here are some impor-
tant differences between typewriter text and text for print.
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Using Print Punctuation

One of the surest signs of the publishing amateur—and
unfortunately a sign seen more and more often—is the use of
typewriter punctuation in place of punctuation meant for print.
The keyboard designed for the typewriter and largely inherited
by the computer simply doesn’t include all the punctuation
marks needed for print typography, and its intended substi-
tutes look completely out of place in books.

Chief among the culprits are “straight” quotes and apos-
trophes. Only “curly” quotes and apostrophes should appearin
a book.

" Ko
Wrong Right

In Word, curly quotes can be inserted with special key
combinations, or with the Symbol command on the Insert
menu—but the simplest way is with Word’s AutoFormat.

Choose “AutoCorrect” from the Tools menu, click the
AutoFormat tab, and make sure the “smart quotes” option is
selected. Then click the “AutoFormat As You Type” tab and do
the same there. Now the straight characters you type will be
curled automatically. And if the document has straight charac-
ters from before—or if any are pasted in later—you can curl
them all together by selecting “AutoFormat” from the Format
menu.

Another way to curl characters throughout a document
is with the Replace All command, putting the same straight
character in both fields. With the smart quotes options on, the
characters will be curled as they replace.
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With AutoFormat, a character will sometimes curl the
wrong way—for instance, after a dash in some cases, or before a
word such as ’tis that’s contracted at the beginning. If this
happens, just add a space or a letter in front, type the character,
then delete the extra.

“Tis "Tis
Wrong Right

Hyphens, single or paired, should never take the place of
true dashes, or em dashes, as they’re properly called. By de-
fault, when you type two hyphens, Word will replace them with
a dash as part of its “AutoFormat As You Type” feature. You
can also insert one manually from the Symbol dialog box or
with a special key combination—Alt-Control-Minus (on the
numeric keypad) in Windows, Shift-Option-Hyphen or Com-
mand-Option-Minus on the Mac. Note that the em dash should
not have a space before or after.

d--4d d—ad d—a
Wrong Wrong Right

There is one more dash that’s good to use: the en dash. In
length, this is partway between a hyphen and an em dash. It’s
used to convey a range, as in “2004—2007” or “pages 2—11” or
“May—August.” You can’t use AutoFormat for this one, but you
can still insert it from the Symbol dialog box or with a special
key combination—Control-Minus (on the numeric keypad) in
Windows, Option-Hyphen or Command-Minus on the Mac.
While most readers won’t notice the difference between an en
dash and a hyphen, it’s a nice touch for those who will.
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Oddly, one of the punctuation marks available on the
computer actually works less well than the typewriter equiva-
lent. That’s the ellipsis, the series of three dots that signifies a
lapse in text.

On the typewriter, the way to insert an ellipsis is to type
three periods in a row. This looks about right because the
typeface is monospace, making the periods seem spread out.
But when you do the same on the computer in a proportional
font, the three periods are much too close together.

Yes, the computer offers an ellipsis as a single character of
three dots. You can enter it from the Symbol dialog box; or with
the AutoCorrect feature; or with Alt-Control-Period (Windows)
or Option-Semicolon (Mac). But for some odd reason, this
character is always made to look about the same as three
periods typed together, still without the needed space between.

For this reason, professional typographers ignore the
computer ellipsis entirely and build their own, with spaces
between the periods, as well as before and after.

d...d d...d
Wrong Right

Various kinds of spaces can be used to separate the peri-
ods, but in Word, the best choice is the Nonbreaking Space.
This space won’t be altered by line justification and won’t let
the ellipsis break in two at the end of a line. Insert this space
from the Symbol dialog box; or with Control-Shift-Space
(Windows) or Option-Space (Mac). In most cases, the spaces
before and after the ellipsis should be normal ones.

Sometimes a period and an ellipsis will appear together so
that you see four dots—but the period and the ellipsis are still
separate marks, so the spacing will depend on the situation. If
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the lapse in text occurs between sentences, then the ellipsis
comes after the period, with a normal space between. If the
lapse itself ends a sentence, then the ellipsis is followed by a
Nonbreaking Space and then the period.
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Using Print Symbols

Many useful symbols not seen on a typewriter are stashed
away in computer fonts, and especially in the Unicode fonts
now supplied with Word and current operating systems. In
Word for Windows, you can access all these characters in the
Symbol dialog box. Later versions also let you enter a Unicode
character directly into your text by typing its numeric code
then pressing Alt-X. (See Word Help for entering a more
limited set of symbols by ASCII code.)

On the Mac, you can use Word’s dialog box for many sym-
bols, but many more can be inserted with the system’s own
Character Palette, or by entering character values from the
keyboard via the system’s Unicode Hex Input keyboard layout.
These features are accessed through a menu bar icon turned on
in your System Preferences from the International panel. For
details, see OS X’s Help, or better yet, Matt Neuburg’s excellent
ebook Take Control of What’s New in Word 2004: Advanced
Editing and Formatting.

Among the useful symbols available for your documents
are real marks for “copyright,” “registered,” and “trademark”
to replace the typewriter equivalents created with parentheses.
All these are on the Special Characters tab of the Symbols
dialog box, where you can also find their keyboard shortcuts.
Or Word can substitute the correct characters automatically, as
set in the AutoCorrect dialog box on the “AutoFormat As You
Type” tab.

) © () ® (tm) ™

Wrong Right ~ Wrong Right Wrong Right
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It’s common to need occasional symbols from foreign lan-
guages. Today’s Unicode fonts might handle symbols of many
languages, while most fonts will at least handle symbols of
European languages like French and German. Ifyou don’t want
to use the Symbols Dialog box for the European languages, look
in Word Help for keyboard shortcuts by searching on “interna-
tional characters.”

Also available in some fonts are the prime (Unicode 2032)
and double prime (Unicode 2033). These are the correct sym-
bols to use for inch and foot marks, or minute and second
marks. As an alternative, though, you can use italicized straight
quotes—and in fact, in some typefaces, you can’t tell the differ-
ence. But never use curly quotes! If necessary, temporarily turn
off the “smart quotes” option found on the “AutoFormat As You
Type” tab.

> » rn rn

Wrong Maybe Best

Fractions should always appear with a small raised nu-
merator and with a small denominator. Also, it’s best if they’re
divided by a true fraction slash or bar (Unicode 2044) instead
of the more commonly seen virgule, or common slash.

1-1/2 1% 11/

Wrong Maybe Best

Later versions of Word can insert a few common fractions
through AutoFormatting when you type the numbers separated
by a common slash. Other fractions might be found within your
font, while less common ones you’ll have to build yourself. You
may even find special superscript and subscript digits for this
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purpose in your Unicode font. If necessary, use kerning—
explained in my chapter on perfecting your text—to bring the
numbers closer to the slash. The fraction slash, however,
generally includes built-in kerning.

Fonts commonly include math symbols like the plus sign
(Unicode 002B), the minus sign (Unicode 2212), and the
multiplication sign (Unicode 00D7), so you don’t need to use
substitutes.

X X
Maybe Best

If there’s a symbol that you use often but that doesn’t have
a keyboard shortcut, you can assign one of your own in the
Symbol dialog box. Or just insert all the symbols you might
need into a single document of their own, then copy and paste
into your text as needed.

Note that, if the font you’re using doesn’t include the sym-
bol you’re trying to insert, later versions of Word may auto-
matically use that symbol from a different font.

Also note that not all print services can handle all the
newer symbols found in Unicode fonts, even if those symbols
print properly on your desktop printer. For best results, use a
print service with a digital press or other up-to-date equipment
and avoid creating your PDF files with tools not normally used
for professional output.*

* In the first proof for this book, fraction characters and the multiplication
sign from Microsoft’s Georgia font did not print properly from a file created
with Mac OS X’s built-in PDF features. In a second proof, made from a file
generated by Acrobat for the Mac, those symbols printed correctly. (The
problem symbols were “CID Type 2” characters—or “TrueType(CID)”
characters—as found in Georgia in its Mac version only.)

50 PERFECT PAGES



Using Print Emphasis

Because a typewriter has only one font style—plain text—
emphasis in text is most often shown by underlining. But un-
derlining is almost never used in print, since there’s no need for
it. Bolding is sometimes used instead but can look brash and
unprofessional. The traditional and best choice is italics.

Middle Middle Middle

Wrong Maybe Best

Word provides a number of ways to apply styles to fonts,
but when typing text, the keyboard shortcuts are probably the
most convenient. For italics, it’s Control-I (Windows) or Com-
mand-I (Mac); for bold, Control-B (Windows) or Command-B
(Mac). These are toggles, turning the styles either on or off.
Just hit the shortcut once before typing the text you want
emphasized, then again at the other end.

Don'’t forget to apply the style to any comma or period fol-
lowing the words!

For headings, just about any form of emphasis except un-
derlining can be used to distinguish them from text and from
each other. For instance, a chapter title might be in 18-point
type and centered. A subhead for a topic might be in 14-point,
all caps, flush left, in a different font. A run-in heading—one
that starts a paragraph—might be in bold, italic, or bold italic.
The important things are to make the formatting consistent,
easy to recognize, and not overbearing.
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Using Print Spaces

Don’t put more than one space at the end of a sentence or
after a colon, as you would on a typewriter. In print typogra-
phy, spaces are always single, even if they vary in width. If you
can’t break the habit of typing two together, you can replace all
pairs with single spaces by using the AutoFormat feature or the
Replace command.

Sometimes, though, you may need a space wider than
a normal one, or just a space that won’t change width when
Word justifies the line. Various possibilities are on the Special
Characters tab of the Symbol dialog box. I've already men-
tioned the Nonbreaking Space. You could also choose an Em
Space—a space as wide as the letter M in whatever font is in
use—or an En Space—a space as wide as an N. In later versions
of Word for Windows, you can also choose a ¥4 Em Space.

If you need to spread text across the page, as for a table,
never use spaces to position it. Use Word’s Table feature in-
stead. Or you can set margins and tabs, either on the ruler orin
a format dialog box.
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Using Print Paragraphs

In print, the indented paragraph—a paragraph with the
first line indented from the others—is the kind normally used
for most text. Never add this indent with spaces or a tab, as on
a typewriter. Instead, set up the indent on the Ruler or in the
Paragraph Format dialog box. Also, the half-inch indent cus-
tomary on the typewriter is too large for most books. A better
measurement might be Y4 or 33 inch.

Another kind of paragraph you’ll need is the block paragraph,
in which no lines are indented from one another.

In text with indented paragraphs, the block paragraph is
normally used for the first paragraph of a chapter, or of a
special section like the Introduction or Foreword, or of a block
quote.

You might also use block paragraphs for speeches in a script, or
if you want an “Internet look.”

And sometimes you may need a hanging paragraph, in which
the first line is not indented, but the rest are.

This might be used, for instance, in a bibliographic list of
references, or in an index.

This indent too can be set on the Ruler or in the Paragraph
Format dialog box.

Block paragraphs are the only ones that should be sepa-
rated by space in between them. For the other paragraph types,
the indent takes the place of space between. Never use both!

When you’re working with indents, make sure they’re not
carried over to any centered lines, as this will shift the line’s
content to the right.
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Using Print Vertical Spacing

In most cases, avoid inserting blank lines to add empty
space between text elements—paragraphs, headings, block
quotes, or anything else. Instead, set Spacing Before and After
in the Paragraph Format dialog box.

For instance, to separate block paragraphs, you would use
Spacing After, preferably as part of a style. This gives you more
control over height and makes later adjustments easier, and
also keeps any of your pages from starting with a blank line.

To make sure that Spacing Before and After gives the re-
sults you expect, turn on the Compatibility option or preference
“Don’t use HTML paragraph auto spacing.” This stops Word
from overlapping adjacent spacing instead of adding it sepa-
rately. Overlapping is standard in Web browsers, and for some
odd reason, it has also been Word’s default since Word 2000-
2001. It can be very frustrating when you’re trying to control
spacing—especially if you don’t know what Word is doing!
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4

Formatting Your Text

As with most programs—from the lowliest word processor to
the loftiest page layout program—getting fine type with Word
is more a matter of knowing what you’re doing than of Word’s
own capabilities. Here’s much of what you’ll need to know.
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Choosing Your Fonts

Fonts—or more accurately, typefaces—can be classified in
various ways. One of the most important divisions is between
proportional and monospace. In proportional faces, letters and
other characters vary in width. In monospace faces, the widths
are all the same.

Middle Middle

Proportional Monospace

Why would you use a monospace typeface in your book?
Unless you're aiming for a special effect, you wouldn’t. Mono-
space faces are designed for typewriters, and are also com-
monly used in email to properly display spaced text. But for
books, you need to know about these faces only so you can
recognize and avoid using them!

Book typefaces come in two main varieties: serif and
sans serif. A serif is a doohickey stuck at the end of the main
strokes of a letter. Sans serif is simply French for “without
serif.” All this is just to say there are book faces with doohick-
eys, and book faces without.

Middle Middle

Serif Sans Serif

Serif typefaces are usually considered easier to read—
though this may be just because we’re more used to them. For
this reason, we're generally advised to stick to serif faces for
book text. Headings, on the other hand, can be serif or sans
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serif. It’s common—though by no means necessary—to match
a serif face in the text with a sans serif face for headings.

Besides serif and sans serif, there are a vast number of
script and decorative typefaces. But their use in a book, if any,
is generally only for titles.

One of the biggest mistakes made by beginners is to use
too many typefaces, which makes a book look like a mess. So,
stick to just one face for your book’s text; and for the headings,
add no more than one other.

Word’s default typeface is Times New Roman—or the
Mac’s equivalent, Times—and many users never switch to
another. But this narrow face, designed for newspaper col-
umns, was never meant for books. Instead, set your body text
in a serif face of more generous width—a face like Palatino,
Garamond, Baskerville, Century Schoolbook, or Sabon.

Fonts—the files that supply the typefaces to your com-
puter—come in various file formats, including PostScript,
TrueType, OpenType, and more. PostScript fonts have alonger
history in commercial printing, but print services that take PDF
files should be able to handle any kind of high-quality font you
embed, including the ones that came with your operating
system or with Word. Beware, though, of cheapy fonts from
unreliable sources, because they really can cause trouble. Also
avoid the now little-used PostScript “Type 3” fonts, which are
not recommended for commercial printing.

Also, make sure you have a separate font for each type
style you intend to use with your typeface. For your book text,
you should have separate fonts probably for both regular text
and italic, and possibly for bold and bold italic as well. Unlike a
page layout program, Word will obligingly fabricate a style for
you on screen when the separate font is not on your computer.
But even if you're using Acrobat for your PDF files, the style
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might look wrong in print or be omitted entirely, especially if
the face is less common.

In Windows, you can check for these separate fonts in the
Fonts control panel. In Mac OS X, open the Font Book applica-
tion and click the triangle next to the typeface name.

If you're sending your book to your print service as a PDF
file, make sure that each of your chosen fonts can be embedded
in it. There won’t be a problem with any font that comes with
your computer operating system, Word, or most other pro-
grams. But if you have a font purchased separately, you need to
check this, because some such fonts are restricted.

Frankly, the best way to avoid font problems of almost
any kind is to stick to fonts that come with Word or Windows.
These fonts have been tuned for Word, and Word knows just
how to handle them to best effect. Fonts from another source
may be superior—as are fonts from Adobe, for instance—but
their advanced features are likely to be ignored by Word and
may even cause it to choke.

In the past, for a book meant for print on demand, it was
often considered wisest to stick to typefaces designed for the
Web, like Microsoft’s Georgia or Verdana. Such sturdier faces
could look better than more delicate ones at the lower resolu-
tion of POD printing presses, especially at smaller font sizes.
While these faces are still good choices, the resolution of POD
presses used to print book pages has increased dramatically.
It’s now safe to use almost any book typeface inside—though
for covers, it’s still best to avoid delicate faces at small sizes.

All typefaces installed with current versions of Office or
Word have been updated for Unicode printing, with useful
characters never before easily available in Word. So, if you
chose not to install these fonts before, you should probably go
back and do it now. The encoding of old documents will be
updated automatically to match the new font versions.
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Choosing Your Font Size

Font size is measured in points, with 72 points to the inch.
The measurement is taken from just above the highest part of
the highest-reaching letter, to just below the lowest part of the
lowest-reaching. By typing a value directly into Word’s Font
Size box, you can specify the size in increments of half a point.

Word’s default font size is 10 points, but that’s too small
for almost any book other than a mass market paperback. For
comfortable reading, larger font sizes should be used for longer
lines of text. One rule of thumb says the optimum number of
characters perline is around 40, and the maximum, around 70.

For the page sizes of typical trade books, you’ll probably
want to keep your body text type between 11 and 13 points. In
part, the choice depends on the typeface, since some appear
bigger or smaller than others at the same font size. Times New
Roman and Times, for example, look much smaller than Geor-
gia does.

Of course, there are advantages to using smaller font sizes
in longer lines. This saves money by requiring fewer pages for
the book, and also helps make your typesetting look more even.
But if you overdo it, you risk being branded as amateur for
producing text that’s hard to read.
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Choosing Your Vertical Spacing

Linespacing is the spacing between lines of text within a
paragraph. Your needs may not be met by Word’s standard
choices—“single,” “1.5,” and “double.” For more control, go to
the Paragraph Format dialog box, then for “Line spacing” select
“Atleast” or “Exactly” and enter a measurement. The “At least”
setting will allow expansion for inline graphics. “Exactly” will
prevent lines being forced apart by enlarged, raised, or lowered
characters.

Like font size, linespacing is measured in points, at 72 to
the inch, and Word allows control in half-point increments. For
normal book text, a good measurement would be 2 to 4 points
more than the font size—for instance, 14 to 16 points for 12-
point type. The longer the line of text, the more linespacing
needed to ease the reader from one line’s ending to the start of
the next—as well as to prevent the text from looking crowded.

Many designers like their text to line up exactly across
facing pages—a nice touch, though not strictly necessary. To
achieve this, the height of every element in the text block has to
be specified as an exact multiple of the text linespacing. For
instance, if your linespacing is 15 points and you set Spacing
After for each paragraph, that setting too would be 15 points.

For other elements, you might have to do more arithmetic.
For instance, though the space taken by a heading would have
to be a multiple of 15 points, you could achieve this in various
ways. One would be to give the heading an exact linespacing of
15, a Space Before of 18 points, and a Space After of 12 points.
(Yes, it’s OK to have an exact linespacing measurement smaller
than the font size measurement, as long as there’s Spacing
Before.) But you could juggle those points between the three
settings, as long as the total was divisible by 15.
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Controlling Horizontal Spacing

Within text, there are two kinds of horizontal spacing.
Letterspacing—sometimes called tracking—is the spacing
between letters, while wordspacing is the spacing between
words. As you might expect, increasing or decreasing letter-
spacing will also affect wordspacing—but not the other way
around.

Though most page layout programs give you controls for
both of these, Word allows adjustment of letterspacing only.
Word calls this setting “Character Spacing,” and it’s on a tab of
the Font Format dialog box. If you like, you can use this setting
to give your text either a “looser” or a “tighter” look overall. For
selected text or a style, choose “Expanded” or “Condensed” and
enter a point size in increments of a tenth of a point. A little
goes a long way!

Kerning is the moving of individual letters closer or far-
ther apart to make the spacing look more even. For example,
in the word Word, the o might be better moved slightly under
the overhang of the W. (See the title page of this book.) Many
fonts—especially the more professional ones—have built-in
recommendations for automatic kerning of specific letter pairs.

Not all word processors pay attention to these kerning
recommendations, but Word honors at least the most impor-
tant ones if you want it to. This setting too is on the Character
Spacing tab of the Font Format dialog box. You can apply it to
selected text or to specific styles.

Generally, kerning should be applied to headings and any
other type larger than normal text size. It may also be best to
apply it to normal text, though this isn’t considered necessary
and may burden a slow computer. Unfortunately, Word for the
Mac does not yet properly kern justified text, so Mac users
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should limit their kerning to headings. (That’s what I've had to
do in this book.)

In my chapter on perfecting your text, I'll discuss adjust-
ing the kerning of individual letter pairs.

By the way, Microsoft’s Georgia and Verdana typefaces
are designed specifically to need little or no kerning. This
makes them especially useful for any text that can’t or won’t be
kerned.
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Controlling Justification

Word offers all the usual options in alignment of text
to the left and right margins—“Left,” “Right,” “Centered,” or
“Justified.” These can be accessed in various ways, including in
the Paragraph Format dialog box.

In books, text type is almost always justified—meaning
that individual lines are stretched or squeezed to exactly fit
between the left and right margins, so that text forms a straight
edge at either side. There are various techniques a program can
use to justify, and the more techniques a program combines,
the better the result. Adobe InDesign, for example, has an
option for stretching or squeezing space between letters as well
as between words.

Word’s default way of justifying is fairly limited. All it
adjusts is the space between words—and even that is only
stretched, not squeezed. Though this is usually adequate, it can
leave lines looking a bit “loose” from excess space.

Luckily, there’s an option buried deep in Word that lets
you improve the way it justifies. Just go to your Compatibility
Options or Preferences and select “Do full justification like
WordPerfect 6.x for Windows.” Now Word will be able to
squeeze the space between words as well as stretch it.

If you're on a Mac, Word 2004 is the first version that
makes this work properly—which is one reason I don’t recom-
mend earlier ones.
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Controlling Hyphenation

To get justified lines with good spacing, you’ll need to
turn on Word’s automatic hyphenation. To find this setting,
choose “Hyphenation” from the Tools menu, or else “Lan-
guage” and then “Hyphenation.” (If the command is missing,
then you somehow didn’t install Word’s Hyphenation tool.)
While you'’re there, you can decide whether to turn on “Hy-
phenate words in CAPS.” If this is off, Word won’t try to hy-
phenate acronyms and such.

As with Word’s default typeface and font size, its default
hyphenation is better suited to newspaper columns than to
books. For fewer and better hyphenated words, change the
settings in the Hyphenation dialog box so that the hyphenation
zone is increased to half an inch, and the limit on consecutive
hyphens is reduced to two. The wider the hyphenation zone,
the fewer the hyphens, but the more variation in wordspacing
from one line to the next.

With hyphenation on for the document, you may need
to restrict it for certain elements. Headings, for example, are
never hyphenated. To turn it off, select the entire element—
including the paragraph mark—then check “Don’t hyphenate”
on the Line and Page Breaks tab of the Paragraph Format
dialog box. You can also add this setting to styles.

In my chapter on perfecting your text, I'll discuss adjust-
ing the hyphenation of individual words.
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Controlling Page Endings

It’s important to make sure your pages don’t start or end
badly. The most common problems are widows and orphans.
An orphan is a paragraph’s first line that appears by itself at
the bottom of a page, especially with a blank line or a heading
above it. A widow is a paragraph’s last line that appears by
itself at the top of a page.

Word avoids most widows and orphans by default. To
make sure this option is turned on, place your cursor in normal
body text and check the Line and Page Breaks tab in the Para-
graph Format menu. If the option is off, you can turn it on here
after going back and selecting all text in the document. Better
yet, add it to your body text styles.
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Working with Word #4:
Using Styles

The Styles feature in Word is both a curse and blessing.
It’s a curse because setting up styles properly can be so difficult
and tedious. It’s a blessing because styles speed up the job of
formatting and help make results more consistent. They also
allow you to easily make formatting changes throughout your
document and experiment with variations.

As I discuss in my chapter on formatting your text, Word
requires numerous settings to achieve fine type. The most
efficient way to deal with them is to include them in styles and
apply them all together. In fact, the ideal would be to manage
every element in the book with styles, using little or no direct
formatting.

But what is a style? Basically, it’s a collection of formatting
settings that are applied all together to parts of your text. For
instance, you could create a style called “Title Chapter” that
specified a font, font size, and linespacing, made the text bold,
centered it, added Spacing Before and After, told Word to keep
the text on the same page as the following paragraph, and
turned off hyphenation.

Later, if you changed some settings in the style, the
change would be reflected automatically in all the text that
the style governed. For instance, if you’d applied “Title Chap-
ter” to all the chapter titles in your document, you could later
change the font for all those titles at once by changing the font
in the style.
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In older versions of Word, you access style functions with
the Style command on the Format menu. Later versions give
you more convenient access in the Styles and Formatting task
panel (Windows) or in the Styles pane of the Formatting Pal-
ette (Mac).

If you're using styles extensively, you might also want to
try out Word’s Style Area. This is an optional column to the left
of your document in Normal View only, showing the name of
the style used by each paragraph. You can even edit the style by
double-clicking on its name. Activate the Style Area by setting a
width for it in your View Options or Preferences.

Word offers several kinds of styles: character, paragraph,
and in later versions, list and table. Of these, paragraph styles
are the most important, covering nearly everything in your
document. You can use Word’s built-in styles as is—a terrible
idea—or modify them, or create your own.

Besides format settings, each style is defined by certain
basic properties that you can define freely. The first property of
the style is what style it is based on. This is because most styles
are created by adding format settings to another style.

For instance, if I have a document with several kinds of
paragraph, I might start by creating a style called “Paragraph”
with format settings that all those kinds would share. I'd then
go on to create other styles based on “Paragraph.” “Paragraph
Indented” would add a first-line indent, “Paragraph Hanging”
would indent every line except the first, and “Paragraph Block”
would add space after the paragraph, with no indent.

After that, styles for even more specialized kinds of para-
graph could be based on any of those three. In this way, my
styles would become “hierarchical.” And I could do something
similar with all headings. The beauty of this approach is that I
can change any number of styles by changing a style they’re
ultimately based on.
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For instance, in the example above, if I changed the font
in “Paragraph” from Times New Roman to Georgia, the same
change would occur in every style based on “Paragraph,” and in
every style based on those, and so on—that is, as long as none
of those other styles already had a differing font. But if in
“Paragraph Block” I had already set the font to Verdana instead
of Georgia, then Word would leave that alone. The font change
in “Paragraph” would not affect either “Paragraph Block” or
any style based on it.

Word itself uses a hierarchical scheme in the styles it sup-
plies. All supplied styles are based ultimately on the one called
“Normal.” You can use the Normal style as your own ultimate
base—either as is or with your own changes, as I've chosen to
do myself. Some Word experts, though, prefer to create a base
style from scratch, by basing a style on “no style.”

The second option for a style is what style will be applied
when you start the following paragraph. This is a simple device
for automatically assigning a style so you don’t have to do it by
hand. For instance, if you were typing a paragraph in your style
“Paragraph Indented” and you started a new paragraph,
chances are you would want it to be in the same style. On the
other hand, you probably wouldn’t want two paragraphs in a
row to have the style “Title Chapter.”

In Word, any format setting you can apply directly to text
can also be applied to a style. In later versions, basic format
settings are included on the main panel of the Style dialog
box—but to access all options in any version, use the pull-down
Format menu at the bottom of the panel.

When creating or editing a style, the dialog box gives you
the choice of saving the style to the template your document is
based on. This is good if you want that certain style with those
certain properties to be available to all other documents based
on that template.
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You can also choose to “Automatically update” the style.
This means that, if you later change the style in the template
directly or from a different document, the modified style will be
applied to the current document the next time you open it. I
advise against this, because it allows Word to modify your
document’s formatting in a way you may not intend, and even
without your realizing it. You can always update your docu-
ment’s styles manually with the Style Gallery, or by copying
them to your document with the Organizer.

If you copy and paste text of a certain style from another
document, that text will be reformatted if the new document
includes a style with the same name but different properties.
But if there’s no style of that name in the new document, the
style of that text will be added. Be careful not to copy and paste
the other document’s final paragraph mark, or you might
entirely replace some of the new document’s styles!
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9)

Perfecting Your Text

When it comes to formatting, Word, like almost any other word
processor or page layout program, can do only so much on the
basis of general settings. At some point, you have to step in and
make adjustments.
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Fixing Letterspacing

Word’s automatic kerning takes care of most needed ad-
justment of spacing between letters. In some cases, though, you
may wish to give it some help by kerning manually. This is
especially true for elements on your title page or book cover,
where the type is big enough to make any problems more
evident.

To manually kern a pair of letters, select just the first of
the letters. On the Character Spacing tab of the Font Format
dialog box, set Spacing to “Expanded” or “Condensed” and
specify the amount. Or select just the last letter of a word to
expand or condense the space between that word and the next.
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Fixing Line Endings

Sometimes at the end of a line, Word breaks a word or
phrase where you don’t want it to—or fails to break one where
you do want. You have a number of tools at hand for dealing
with these situations. (To see what you're doing, make sure
Word is set to show formatting marks.)

Word’s hyphenation is impressively accurate, but if you do
see a break you don’t like, you can always place your cursor at
your preferred break point and insert an Optional Hyphen. You
can enter this from the Special Characters tab of the Symbol
dialog box, or from the keyboard with Control-Hyphen (Win-
dows) or Command-Hyphen (Mac).

If you don’t want the word hyphenated at all, you have a
couple of options. The simplest is to end the line early with a
Manual Line Break—Shift-Return or Shift-Enter on your key-
board. The problem with this, of course, is that you’ll probably
need to remove the break if you later add or remove text above
it in the paragraph. (If your Manual Line Break causes the line
to stop short of the right margin, go to your Compatibility
Options or Preferences and turn off “Don’t expand character
spaces on the line ending Shift-Return.”)

You can also turn off hyphenation for just that word. Se-
lect the word, then go to the Language dialog box and set the
language to “no proofing,” or check the option “Do not check
spelling or grammar.” Just make sure beforehand that the word
is spelled correctly! You can also add these settings to styles.

Sometimes the spot where you don’t want the line to end
is at a hyphen or a space. Two tools for controlling this are the
Nonbreaking Space and the Nonbreaking Hyphen. Instead of
telling Word where you want the break, these tell Word where
you don’t.
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Forinstance, if you had “J. R. R. Tolkien” in your text, you
would want spaces between the initials, but you’d want Word to
keep all the initials on one line. To guarantee this, you’d use the
Nonbreaking Space between them. This can be inserted from
the Special Characters tab of the Symbol dialog box, or from
the keyboard with Control-Shift-Space (Windows) or Option-
Space (Mac).

Similarly, if you wanted to keep “A-1” on one line, you
would use a Nonbreaking Hyphen. This symbol too can be
inserted from the Special Characters tab, or with Control-Shift-
Hyphen (Windows) or Command-Shift-Hyphen (Mac).

In some cases, you might want Word to optionally break a
string of characters without showing a hyphen—for instance,
after a slash in a Web address such as “www.aaronshep.com/
publishing.” In later versions of Word for Windows, you cando
this by entering a No-Width Optional Break from the Special
Characters tab. Or in later versions for either Windows or Mac,
enter a Zero Width Space (Unicode 200B). If that’s too compli-
cated, or for earlier Word versions, you can jury rig by adding a
space with a font size of 1 point.

By the way, in later versions of Word for Windows, the
Special Characters tab also offers a No-Width Non Break. You
might think this could be used to stop hyphenation between
two letters, but in fact it seems to be useful only for some
languages other than English.
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Fixing Paragraphs

At this writing, both Quark and PageMaker justify text ba-
sically the same way Word does—one line at a time. InDesign’s
big claim to fame is that it justifies text a paragraph at a time,
looking back at previous lines in the paragraph for solutions to
any spacing problems that come up.

The big secret, though, is that you can do that manually
yourself, even with a word processor. Your tools for this are
the Manual Line Break and the Optional Hyphen, which I've
already described.

Say you find a line with words spread too far apart. Look
closer to the beginning of that paragraph for lines that have
wordspacing tighter than average and that end with a short
word or with a single syllable of a hyphenated word. If you find
one, try inserting a Manual Line Break to shift the final letters
to the next line. With luck, this will shuffle the paragraph in a
way that gets rid of your problem without creating a new one.

An Optional Hyphen too can sometimes be used to shift
final letters to the next line, or to move letters up from the line
below. This overrides your hyphenation settings, as you may
need to do now and then, especially with the conservative
settings I recommended.

Other instances in which you might want to make such
adjustments include:

« Ifa paragraph is hyphenated too often or unattractively.

« If a word is hyphenated between pages or columns.

« If a paragraph’s last line looks stubby because it’s a
single small word or a partial word, or shorter than the next
paragraph’s indent.

« If spaces between words line up vertically to create a
“river” in the text.
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« If identical words or phrases line up vertically.

« If a line’s wordspacing is too tight (as can happen with
“WordPerfect justification” turned on as I recommend).

When the usual tools don’t help to fix a paragraph’s line
endings, you can also try stretching or squeezing the space
between all its characters at once. As I mentioned before, this
can be done on the Character Spacing tab of the Font Format
dialog box. Be sure to first select the entire paragraph. To
avoid being obvious, you probably don’t want a change of more
than a tenth of a point either way.

If you're really desperate, you can edit the paragraph to
add or subtract text. But I don’t recommend this unless you're
the author!

Of course, before starting manual adjustment of any kind,
make sure your text is as close to final form as possible. Other-
wise, your adjustments will be one more thing to redo when the
text is revised.

If you do need to start over, Word’s Find and Replace can
quickly remove Manual Line Breaks. Use the Special pull-down
menu for the Find field and leave the Replace field empty. Be
careful not to remove any Manual Line Breaks you’ve entered
for other purposes.

Does Word require a lot of manual adjustment, then? Not
really. As a rough guideline, one paragraph out of ten might call
for work, and much of that would be optional. Once you get the
hang of it, adjusting a book such as the one you'’re reading
might take less than an hour.
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